Managing Dockets —

T
Quick Reference Guide Fdl ) ISgOV

Dockets can be accessed via the Docket Lists from the Homepage Menu options, Search results, or by clicking on the
Docket ID located on the Document Details screen. Once the desired Docket has been selected, the tabs for managing
the Docket display in the contents view as shown in Figure 1.

Docket Details

() Update Docket metadiata fields as necessary.

(B) The RIN fleld iS required for Rulemaking DOCketS Details Overview Related POC Permissions  Assignments fl
' () Viewable on Regulationsgov # Denotes Required Field  [[ actions | =|

(C) From the Actions dropdown, users can: Add new A new ph

Title: FDMS Deme Docket

Set the current phase-sequence
hase-sequence, Set the current phase-sequence Changea phase-sequence
p q ) P q )

Short Title: Short title Delete a phase-sequence

Change a phase-sequence, Delete a phase-sequence

Bulk Extract
Abstract:

and Bulk Extract documents depending on their FDMS

| Type: Rulemaking I~ *®
user roles. Subtype: -1 ‘ Subtype ‘ v; @
Note: Assigned Docket Manager and the Agency Subtype Levelz: (Sabiyez = ]
Administrators are able to perform the Bulk Extract. category: [ Pending [-]
(D) Click on the Save button to save changes to metadata | " - -]
Would you like to Include a RIN for (®) Yes () No

f|e|dS this Docket?: B

’ RIN: L 1238041 *® D
(E) Click the §_¥ icon to designate the Docket as a s —

Favorite or the View as PDF button to view the metadata Figure 1: Docket Details tab
fields in PDF. format (optional).

Docket Overview

(A) Click the Docket Overview tab to view a snapshot of IEAIN20165.0078
Details Overview ated POC Permissions  Assignments
dOCket Contents by Phase_sequence and Document Type Docket Contents by Phase-Sequence o Denotes Current Phase
< Received: Documents in active statuses such as e sems e T i | i | e i | e T
. . Proposed Rule-1 o 1 66 1 14 4
Pending Post or any agency specific status. g
% Posted: Documents Posted to Regulations.gov
X . ) Docket Contents by Document Type
s+ Inactive: Documents in Withdrawn, Do Not Post, or \ =
Documen it Type \ Received | Posted | Inactive
Deferred status. T w
Public submissions 66 1 14
Supporting & Related Materials 4

(B) Click on one of the hyperlinked numbers in any column

i Favorites

to pull up a search result with the corresponding Figure 2: Docket Overview tab

documents (not shown here).

Related Dockets

(A) Click the Related Dockets tab to access the Related TRAIN-2016-0078 A
DOCketS ||St Details Overview Related Permissions  Assignments
Other Dockets related to this Docket
(B) Select the Add Related Docket button to perform a '1 B
search for the related Docket. e —
Order | ID ‘Ti\lc Type ‘ RIN |Cuand ‘
Note: Internal or External agency Dockets can be searched 1 TRAN2016-008 DMAATwining 20160809 Rulemaking  1111AR1 0092018 @
. 3 2 TRAIN-2016-0094 roposed Rule 2016 Rulemaking 0302-TR42 osrzzote @ [T
using the Agency ID, Keyword or Docket ID search fields
on Select a Docket pop-up window (not shown here).
(C) Click the Docket ID to open the related Docket. s . _
* Favorites [ save |
(D) Select the '.5' icon to delete the related Docket from Figure 3: Related Dockets tab

the Related Dockets list.
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Related Dockets Continued ...

(E) Click the Save button to add the Docket to the Related Dockets list

Point of Contact (POC)

(A) Click the POC tab to view the Point of Contact

Li st. Details Related POC Permissions  Assignments
(B) Select the Add Docket POC button to search or Kt Foin ud Contacy
cre ate a new P O C i * Note: Any Points of Contact (POC) that you add to a Docket through this tab, and have checked to "View on Regulations.gov" will

not show on Regulations.gov. The functionality to display the Docket's Points of Contacts will be added to Regulations.gov in an

. . . upcoming release. The agencies’ POCs that are currently viewable on Regulations.gov Docket pages are only for Rul, Dockets with
(C) Click the checkbox to make the POC information unique AIN. 'q
. . Add Docket POC
viewable on Regulations.gov

Order | First Name | Last Name | Title | E-mail Address | Phone Number | * View on Regulations.gov l |

(D) Edit the POC information by clicking the Edit link. T T e - SErer o gm %)

(E) Select the @ icon to delete the POC. Fiaure 4: Related Dockets tab
(F) Click the Save button to save the changes on an existing POC or to add a new POC (not shown here).

Permissions

(A) Click the Permissions tab to view and/or update permissions to the Docket.

(B) Default permissions will be applied to a newly TRAIN-2016-0078 A

added Docket Details Related POC Permissi Assig t.

- . Set Permissions for this Docket
Note: The defaU|t permlSSIC)nS Settlng enables a” Agency Administrators and Records M s will always have write access to the docket.

agency FDMS users to access each DOCket Agency viewers can only have read access to the docket.

Users from other agencies have read access to posted items in the docket.

(C) SeleCt th iS Optio nto SearCh and fl n d | n d IVId u a|s or (®) Use default permissions: all agency users will be given permissions to access this docket
G () Only grant permissions to the assigned docket manager, rule writer and individuals or groups selected here:

groups to grant permissions.

. o Figure 5: Permissions tab
Note: Read only or Write permissions can be granted to

a user or a group. The Assigned Docket Manager and the Assigned Rule Writer will always have permissions to the
Docket.

(A) Click the Assignments tab to view and/or

. TRAIN-2016-0078
update Docket and Document assignments. TRANz0160078 M |

Details Related POC Permissi Assig t

(B) Select the Assigned Docket Manager and the

Set the Document Assignments to use in this Docket

Assigned Rule Writer from the respective Assigned Docket Manager: | Docket Manager Group [~]
dropdowns. Assigned Rule Writer: [ Docket Manager Group [~] B
Note: ASSig ned Docket M anagers (AD M) and the The document will be re-assigned to the specified user/group when the status changes.

. . Document Status | Assignee Select User/Group
Assigned Rule Writers are able to locate and T e =
access the Docket in their inbox. ADMs are also Pending_Post 32, Manager (TRAIN) Selmoneormwmmb
able to manage the documents assignments from boed 2 Marswaer [TRARN) S e

i X X Withdrawn 32, Manager (TRAIN)
their Work Queue and run or re-run deduplication e PR
on a Federal Register Document. Deferred 32, Manager (TRAIN)

(C) Select one or more Document status rows,
then click the Select User/Group button to either search Figure 6: Assignments tab

for a user or group to make the document assignment change.

(D) Select one or more Document status rows then click the Clear Assignee button to remove any assignments
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